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Chief, General Services
Chief, Records Management & Distribution Branch
Wookky Report of Operations for the period ending
9 July 1953
Personnel On Duty Vacancies In Process
office of Chief 0 1 25X1
Rcds. Mgt. Section 1 10
Rcds. Center Section 1 0
Mail Control Section -]
1

1. No. on leave three days or more:
Records Mgt. Section- 2
Mail Control Section- 4
Records Center Sec.- 2

2. No. on special detail out of office___ 1 . How long?
Records Mgt. Section- 0
Records Center Section- 0
Mail Control Section- 1

3. Where: Ope man in Transportation Division as full time courier,

4, No. pending re51gnat10n, transfer and/or reassigmment:
Records Management Section- 0
Records Center

Mail Control - IA
5, Specific cases on item  not in previous reports. -
6. New applicants interviewed - . Recruited by Personnel

Recruited by this office__ = ___.
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< o : Security tnformetion

E. Admﬂmimmtion smc?; Problems:

/ 4

ords Menasenent Section = ?:m Ares Records Officer, Office of o
the Gamptmlie with the assistance ai‘@&w conpleted the 25X1
recmﬁs d&spmai’tiaﬁ survey of two branches of the Pinavoe ﬁivwion.

¢ | has been temporarily assigwa to the Fayral%. ﬁmm:%:,
\/ Fisecal Divislon,to help segregate the nayroll folders of termi-
_ mﬁ@é employess for tmsﬁ’@r % Lo sm R&emwﬁs Center.

5X1

A survey has been initiated im the Cemeral 39&?1%3 0ffice far
the rurpose of preparing a vecords eontrol schedule and installing
: - the standard £1line systen, The survey teamy [ land ' - 25X1
5X1 - |:| smmmd the project in the Yachine Records Braneh, o

| \/ The gurvey of the haaﬁquarmra rocords sﬁ‘ O*D/G has been completed,

The survey team, | | have been auﬁm"giad - 23X1

: 0 survey the records of | o 25X1

sxi [ TJoffices wil) he coversd next wedk,whilo Tho | | 2sx
- offiecs will be covered the following weelk. :

5X1 ' ;l Aron Rocords i‘i‘:.aﬁr for Gommumicaticns, vi&i;em this
' ffice. The seope of the R@ao s Managenent memm vas distmsaec%,

A&umwimﬁ% on van zvec@:wa& Lo &@sﬂsmy many px«wious vzm?;. naberials
deposits of a&/‘mm These deposits have either been supsrseded
or are no longer considered vital. A current listing of materials
. corsidered to be necessary for reostablishient of FBID in the
W vmm of an emergency was also received,

L ( Bgeords Cenber Suction = Psz for ueding the | | 25X1
B ‘ . for the temporary storage of rocords were approved Dy L & Oe ' :
An estimate of $3100 for renovabion cosbs has been secured &wzm
?B.a mfad t.my are x*aaéy to begin wcx*}: et onee.

Ax'mngammﬁ&;a hove h@enw nade with Logistice for g eupply of pallets v
for use in the| hfsgpoveral hundred — 25X1
apound the ilding that Lo will leeve for our stcmﬂf'e operations

5% o] Ic'f Lo u.a‘tia,s toured the mms& Ra@am» Center to

: gather background on the operational me&*& of the activity that
can be imr&wwmm in“his w«r«hiﬁmm?&l »lang for the nroposed
pemzezﬁ; Centsr,

- Hail Combrol Section - on ”@&m@g&ay, 8 July 1953, a phone call
05X 1 was reeedved Trom | lof © & 11 Serviees requesting a .

daily mie ap ga,é dod imomy of fapeoialtie berial from the [ | 25X1
el . BEGR068

CONFIDENTIAL .

Securhty lnformalion
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25x1 [ te the Logistics @fﬁ%, Guarters 1 Building. H@ o
requested that %this service coumence on Thursday, 9 July 1953, :
. Arvangenents have been nade to include this service on . 25X1

25X1 S [ run, 4 meho mquaatimg this servies will be forwarded

to the cmg, Records Hanagement and Distribution Branche

T

8 118vol GONFIDENTIAL - shess

Iniormam"
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B APPENDIX B ecl: ending 9 July 1953
Average Woek
Ihis veek lst ¢ Momthe
1, Mewefiiming
Images Filmed - Rotary Camera 3,910 21,300
Flatebed Conere - 13,000
2. Records Center - {all figures in cubic feet)
Records received for processing
and storage : 3 -
Reference io record material (] 220
Records material destroyed 0 -
3. Supplemental Distritution Center
a, New material for atook:
Information Reports 1,332 880
Intelligence Reports k) | 41
b, Supplemental Distributions
Information Heports 390 382
Intelligence Reports 293 pral
Notices 8 10
Regulations 29 143
Others _ 3 '
¢, Initial Distributions
Notdces 3 3
Regulations 5 2
Others 0 1l
4e Mall Activities
&, Post Office Mail
Incoming 5,875 5,150
Outgoing 74616 6,550
b, Postage expsnded $e15,69 $775,00
©. Scheduled courler trips 240 240
d, Special courier trips &8 33.4
8, Inlerwagency mail by courier
Inc 1,457 TO
Outgoing 1,686 1,275
£, Personnel actionss
fiecrultments 1 -
Separations 0 -
g. Use of Motor Fool Vehicles
Available - - - o 4 -
. Avatlable but delayed . . 0 -
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